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THROUGH:   (if applicable) 
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SUBJECT:  

 

The first paragraph should introduce or summarize an important policy development, 

announcement or respond to a request for information. 

 

Next paragraph should note relevant background for analysis, development or request. 

 

Subsequent paragraph(s) should provide sufficient commentary ideally in one page and without 

excessive additional attachments. Information memoranda should not be used to make policy 

recommendations or elicit decisions. See related memoranda formats.  
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